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AIM QUICK FIXES

Creating Report Cards in the
) Montana Edition (Value Added)

This guide is intended for Montana Edition users who wish to use the Value-Added features provided
by the state to print student report cards. This guide should only be used by districts who have

completed the initial setup for Montana Edition Value-Added users. If you have not completed that
setup, contact the OPI AIM Staff for assistance.

SYSTEM ADMINISTRATOR/
SUPERVISING TEACHER: Creating

Reports

Reports (including report cards,
transcripts and schedules) are created
by year and school. However, these
reports may be rolled from one year to
the next.

Choose the Year and School. From the
Index, expand System Administration
and Preferences. Select Reports.

Click New.

NOTE: Report Cards may be created by
Term (6% grade Q1, 6" grade Q2), by
grade (6" grade, 5™ grade), or by group
(upper elementary, lower elementary).
To differentiate the final report card
(which may include next year’s class
placement), create a “final” report card
format (6™ grade, 6" grade final).
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Year [15-16 v|  School | Eastgate School V|
Index Search Help Reports
Michael Agostinelli tlew Save Delete
Student Information
Census
Behavior
Health
Aftendance
Scheduling

Na | Type

“Type Publish to Portal
Report Card O

Report Type
®) Conventionsl Report Card
() Standards-Based Report Card
Report on Terms
[ masin - Quarters
TemQ1 ' Term@2  Term Q3
Term Q4
] Exclude all prior Terms from printing
Page Layout
® Porirsit () Landscape
[ Agaitional space for terms

Display Opfions
Header Options

[ stugent 1D

[ state 1o

[ Student Counsalor

D Dste/Time Stsmp

[] Attendance summary

[ cumulative GPA

LI class Rank

Grading Tasks || Select sl grading tasks
Quarter
Respects othersipesrs

Organizes seif and msterisis
Parficipates in and contributes to group work
Completes classwork on time

Fallows rules, procedures and directions

Choose Score
[ Print GPA values

ics fo be printed

with scores

Lower Elementary
Standards Grading Kay
Upper Elamantary

CTRL-click and SHIFT-click for multiple
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Choose Report Type. For a report that includes a

Mew Save Delete

combination of letter grades and standards, select

Publish to Portal

Report Type
(®) Conventional Report Gard
() Standards-Based Report Card

Organizes self and materials

Participates in and contributes to group work
Completes. classwork on fime

E‘ Main - Quarters Follows rules. procedures and directions

I<_“)Terrn al OTEI'ITI Q2 Q Term Q32
(®)Tem a4
D Exelude all prior Terms from printing

Report on Terms

Page Layout
®) portrait () Landscape
D Additional space for terms

Display Options
Header Options.

[ stugent 1D

[ state 1D

D Student Counselor
D Date/Time Stamp

E.Mlemianne Summary

Choose Score Groups/Rubrics to be printed
D Print GPA values ik with scores

O Period O Course

@ Daily Exact Term Lower Elementary

) Daily (HalfWhole Day) Term Standards Grading Key
Upper Elementary
D Cumulative GPA
[ ciass Rank

| TermGPa [ with Banus Paints

Standards-Based Report Card.
Give the report a Name and select Type.

For a Conventional Report Card, choose the
Terms (if choosing the last term, all terms will
print unless the Exclude all prior Terms from
printing box is checked).

Select Layout and Display Options.

Choose the Grading Tasks and Score
Groups/Rubrics that will appear on the printed
report card.

Type any School Comment that will appear on all
report cards and choose to print them at the
beginning or end.

Click Save.

) CTRL-click and SHIFTclick for muliple
[period

Snaure[:mnls
DTerrn1 DTermZ DTermﬂ DTermd

Report Type
() Conventional Report Card
®) Standards-Based Report Card

School Comment (printed on all
Please return the signad envelope to your child's teacher.

For a Standards-Based Report Card, choose the
Standards Display Options (to print by Term,
select Display All Scores).

Select Placement and Signature Options, Page
Layout (Landscape works best), and Display
Options.

Choose the Grading Tasks and Score
Groups/Rubrics that will appear on the printed
report card.

Type any School Comment that will appear on all
report cards and choose to print them at the
beginning or end.

Click Save.

\

- Achievement Montana
- in Montana ' Office of Public Instruction
* tate Student
o] opl.mt.gov

Monta Denise Juneau, State Superintendent

ds Display Options
®) Display All Scores
() Dispiay Best Score Only
() Display Most Recent Score Orly

Placement and Signature Options.
[ ] Meset ear Piscement Line

5 Teacher Signsture Line

[ Principal Signature Line

M Parent Signature Line
Page Layout

O Portrait ®) Landscape

I:l.ﬂdciﬁundspaueferlelms
{recommended for more than 5 terms)

Display Opfions
Options Choose Score Groups/Rubrics to be printed
[| Print GPA values associated with scores
[ student ID e
O stete D Standards Grading Key
[ student Counselor Hpper Elementary
[ paterTime Stamp

M Attendance Summary
O Pericd ) Course

ETRL-click and SHIFT-slck far mulbiple
(®) Daiy Exact Term

() Daiy (Half\Whale Day) Term
[ cumuiative cPa
[ class Rank
[ Term GPa
[ Pesiod
K score Comments
b Term 1 B Term 2 [ Term 3 (3] Term 4
School Comment (printed on all}
O Frint at Beginning (®) Print at End

Flease retumn the signed envelope to your child's teacher.
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Report Card Batch Report

Ind Search Hell
wiox  Seamn Hobp _ _ e SYSTEM ADMINISTRATOR/
This report batch prints student report cards, one page per student, suitable for handing out. This is a very complex report; try to
Michael Agostinelli rS limit the number of students selected per batch. SU PERVISING TEACHER.
Student Information .

Printing Report Cards by Group

Users assigned to the Teachers

~

group do not have the rights
necessary to print report cards.

Census fepne Cons
OR
Behavior Display Options
Health
Attendance
Ad Hoc Filter [
Scheduling OR
v Grading & Standards Grade
Auto Grade Active Only |
Grading Window' Effective Date 'u
Credit Groups
Sort Options

Grading Tasks

(® aipha ) Graderaipha ) zip () Teasher

Further, it is recommended that
the grading window be closed

Score Groups & Rubrics

Standards Bank Batch Queue Options

prior to printing report cards.

¥ Reparts Shuwiop 50 |tasks between 0810772015 |72 and [08r1412015 |74
@ﬂsﬂa“k e et e R Do From the Index, expand Grading
Ourse Credit
Course Standards & Standards and Reports.
Cumulafive Labels
Grades Report Select Report Card.
Report Card
Standards ent
. Report Options 3rd Grad
Choose a previously created -
report or select Display Options DTS
(no option to save the created
Ad Hoc Filter ¥
report). oR
Grade 03 v
Choose the Grade and Sort
i Active Only E
Options. Effective Date  [0g/14/2015 |5
Sort Options

Click Generate Report.

NOTE: To print report cards for
a class of students, create a
Selection Editor Ad Hoc Filter or
within the report card Sort
Options, choose Teacher and
print only those pages.

O mpha O Gradetaipha () Zip (®) Teacher

Teacher Sort Oplions
Node: If a student does not have a teacher for the selecfed period, then the student's reporf card will print first and the feacher

name will be blarnk.
Calendar |13|B Eastgate School “ Effective Date | 081142015 | = Period | Attendance
Batch Queue Options
Refresh | Show top[50_ ] fasks submitted between [08/07/2015 |75 and 0871472015 |75
Batch Queue List
Queued Time | Report Title | Status | Download

@enerate Report, | Submitto Batch
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SYSTEM ADMINISTRATOR/
Index Search Help Duggar, Jackson
Grade: 06 DOB: 05/23/2004 Gender: M SUPERVISING TEACHER:
Michael Agostinell
v‘;tj:emgI:::a‘tion Credit Summary Assessment Behavior Graduation AdHoc Letters Recordg Printing Report cards bv
Summary Enroliments Schedule Attendance Flags Grades Transcri
General Student
Prog IParticipation | choose a Report Gard Format... v | E—
; m | Class  Task  Quarters 1 Guarters Q2 .
- 4021 Langusge  Quarter 5 Individual report cards may be
Medicaid Simmons, Gene .
Special £d 46041 Wi T G printed from the Student
Simmons, Gene
Student Locator %;rn:%i:na Quarter A |nf0rmati0n mOdUle.
Reports 4607-1 PE Quarter A
c Simmons, Gene
i 4005 Reaxing e A From the Index, expand Student
Heath v G| A Information and General. Click
4605-1 Social Quarter B
Allendance Studes the Grades tab.
Scheduling Simmons, Gene
4601-1 Upper Respects othersipeers E
Grading & Standards Eeninn Organizes self and 5
Simmons, Gene

Select a report from the Choose
a Report Card Format
dropdown.

The report will open in PDF
format for viewing and/or
printing.
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EAST HELENA ELEMENTARY GRADE 06 REPORT CARD 2015-2016

Student: Duggar, Jackson ELEMENTARY
| Term
School: Eastgate School a1 [z [a3 ] o4
Teacher  N/A PE
Quarter [ A] [ [
ATTENDANCE ELEMENTARY
Term [o]] a2 a3 Q4 Term
Days Present 33 0 0 0 Qt|cQaja3|ad
Days Absent [1] ] [ [ Respects othersipeers E
Periods Tardy 0 0 0 0 Organizes self and materials El
Term 1 G ts: Jackson iz very organized
Academic Performance Level for Lower Participates in and contributes togroup | E
Elementary work
Name Score Completes classwork on time N
Advanced 1 Term 1 Comments: Jackzon needs fo work on retumning his
Froficient 3 homework fo class on fime
Nearing Proficiency 3 Follows rules, procedures and S
Novice 4 directions

Academic Performance Level for
Standards Grading Ke

*Comments: Please return the signed envelope to
your child's teacher.

Name Score
Excellent E
Satisfactory S
Needs Improvement N Teacher Signature
ELEMENTARY
Term Parent Signature
[oi[az[a3 o
LANGUAGE ARTS
Quarter [e] [ |
MATH
Quarter [c] T |
READING
Quarter | = | | ‘
SCIENCE
Quarter | A | | ‘

Term 1 Commentz: Jackson iz a pleasure fo have in clazs. He joves
science and works hard.

SOCIAL STUDIES

Quarter [B] T 1
MUSIC
Quarter | = | | ‘

Term 1 Comments: Fanfastic violin player!
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